
FORM HR-RM 1
(II - I -56)

Hall of Record*
Commission

r - r-
REV JT FOR RECORDS RETENTION SCh HE

To be Submitted to the Records Management Division

Hall of Records Commission

SCHEDULE
NO. 379
PAGE
NO. i. y

Requesting Agency

DEPARTMENT OF HKNTAL HYGIENE
2. Division or Bureau of Requesting Agency

DIRECTOR OF FROCIEEHENT

3. Authorization Requested (Check only one of the squares below).

pated.
to warrant

Dispose of present accumulation. No
additional accumulation is anticl-

Records have ceased to have value
retention.

Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

1*

»
2.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

QENERA! FIUB

Sizei 8|« x 11"
Dates: 1900 - -
Quantity! 1 drawer
File Arrangements Alphabetical by name or subject

This f i l e contains copies of the Director of Procurement1 a maaoa
and correspondence with institutions or other members of the Central
Office Btaff.

RBCOMMSKDATIONt RETAIN FOR THREE TEARS AND THIS} DESTROY.

lH\tosTGiti E l t B

S i a e i 61" x 1U«
Dateai 1#7 - -
Quantity-; 1 drawer (2 cubic feet)
File Arrangement t By Institution

Inventories of institutional property and supplies are maintained
by the Director of Procurement for use in his property accountabi-
lity activities and budget preparation* The inventory fonts (DUB
form) are filed in binders by institution and give & breakdown of
various property items as to program and property classification*

RECOMMENDATIONS RETAIN FOR TWO TEARS I N DEPARTMENTAL OFFICES I THEN
TRANSFER TO STATE RECORD CEBTER AHD RETAIN THERE FOB
ONE ADDITIONAL TEAR, AND THEN DESTROY.

6. Recommendotion
of Hall of Records
and Board of Public
Works.

O

^2c/>

35

" ^ u~
O

7. Agency, Division or Bureau Representative
s*5-> / ^y^T> Chief, Division of Administration

/yf^^y^^^^- and Finance 12/5/1960
Signature Title Date

Schedule Authorized as Indicated in Col. 6 by Hall of
t Records Commission.

IP/7/1960 5Wv^ S
Date Archivist

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

DEC l 3 196Q

Date
•AjtJuU.C\7<^L, /Jr , ̂  J s /

Secretory
- C



FORM HR-RM 1A
(8 • 60)

Hall of Recordi
Commiition

c ^UEST FOR RECORDS RETENTION S^.-DULE
(Continuation Sheet)

SCHEDULE
NO. 379
PAGE
NO. 2.

4.
5. Description of Records

Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

t>. Recommendation
of Hall of Records
and Board of Public
Works.

3. 3HSTITUTI0KAL REQUISITIDIB

U.

Sire i 8jt" z 21"
Datest 1$$7 - -
Quantity! 2 drawer* (U cubic f e e t )
FIXe Arrangenenti Chronological and by I n s t i t u t i o n
Animal Accxmalationt 1 cubic foot

This f i l e contains the Director of Procurement* a information copiei
of requ i s i t ions and other procurement records i n i t i a t e d by i n s t i t u -
t i o n s . These records aret

100 - 16 Out of Schedule Requisit ion for Supplies
Weekly neat orders
Actual Emergency and Repairs Report
Capital Requisit ions

1->A Requis i t ions (quarterly)

RECOIfflEHDATICNx RETAIN FOR THREE TEARS AM) THEN DESTROY.

STOCK RBCOBD CARD THE

8ize: 8|» x 11"
Form So. x DM fora PI
Quantity! J cubic foot
Fi le Arrangeasnt: By art ldf i
Audits State

The Stock Record Card F i l e covers expendable supplies used by the
Central Office* An individual card pertains t o a particular i t e a ,
giving i t s name, description, unit designation, quantity per

formation concerning aaounta received^ cost # amounts issued, and
balance on hand i s carried elsevhere en the f crou Inventory recordi
cowering W"i •B^WMIIMIW (B*P» Inv. R101) are included i n Senednla
275, Item 1 .

BSCOlMEHDATICBs ByrA"0^ FOR muat Tftjfi&l AFTW* BATS OF TAfff ESTRT,
OR UBTIL AUDITED, UH2XSEVER IS USER, AHD THB9
B5STRCX*

o
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DC o r
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AF!';^O\ SD BY
LIC WORKS
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